INDEX 


A or an, 22D 
Abbreviations, 21 F 
Abrahams, Rollie, 
Mr. Gimbe!l is her department, 
13 O 
Pack your week ends with fun!, 
18 Ju 
Accent changes meaning, 23 A 
Achievement record albums, 
430,38 J,40A 
Adding -ed, 27S 
Addressograph, 25, 26 M 
Adjective form of nouns, 28 N 
Adlam, George W., 14 A 
Advertising secretaries, 18 O 
Allen, Florence, 
The boss wants to know, 25 F 
Allen, Sarah, 
Going to school for pay, 18 M 
American Federation of Labor, 
4N 
Anchors aweigh, 40 J 
Another artyped alphabet, 33 J 
Another lost file (shorthand 
drawing) 48S 
Antes, Bob (junior executive), 
18 O 
Anyone for parcheesi? 16 M 
Apostrophe problems, 27 S 
Arab recipes (Marilyn Gordon), 
5, 61 May 
Are the boss's visitors a prob- 
lem? 18 May 
Are you a fidgeter, 20 N:; a hot- 
rod speedster, 20 F; a pleased- 
with-puffing secretary, 22 M; 
a ‘‘say-it-againer,”’ 17 S; a 
“Spell it, please’’ secretary, 
20 O; a stuck-in-the-muddler, 
20 A; a wait-a-minute secre- 
tary, 27 May; a where-do-you- 
mean secretary, 12 J 
Are you a member? 39 S 
Are you annoying? 18 N 
Artyping, 33 J 
Automatic typewriters, 23 M 
Azograph process, 21 S 


Baker, Charlotte (public rela- 

tions secretary), 16 J 
Bank drafts, 23 J 
Banking, 21 J 
Basterash, Marguerite, 

The ideal boss, 24 May 
Bates end-i-cator, 3 Ju 
Beauty, see Grooming 
Beauty at hand, 32 F 
Beauty buys, 50 S, 48 D, 48 J, 

48 F, 58 May 
Bennett, Willard B., 

The Sato smile, 36 A 
Bivone, Audrey, 19 O 
Blancheri, Dr, Ray, 22 O 
Blassingame, Kenneth E., 

“Too many girls,’ 26 N 
Blumensheim, Frances (medical 

secretary), 22 O 
Boggess, Louise, 

Deadli and diplomacy, 16 J 
The s igeon, 40 F 
Bookkee 8S: 6 N; 50 D; 
37 J; 42 , 39 A; 10, 50 May 
Bookkeeping awards, 37 J, 42 M, 

39 A, 50 May 
Boss wants to know, The, 25 F 
Boss who didn’t remember, The, 











Brannigan, Joan (secretary to 

Bernard F. Gimbel), 13 O 
Bright y ys, The, 8 M 
Br-rring 


Bunte, Mary (secretary to Ari- 
zona State College president), 
19 M 

Burteen, Morley, 

Cartoon, 3 F 

Business arithmetic, 6 S, 51 N, 
48J,5Ju 

Business English, 

A or an, 22 D 

Abbreviations, 21 F 

Adjective forms, 28 N 
Apostrophe problems, 27 S 
Attention line, 11 May 
Capitalizing after colons, 4 Ju 
Choice of words, 22 D, 40 M 
Closings for letters, 6 O, 11 M 
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Conjunctions, 40 M 

Correct usage, 23 A 

Definitions, 20 J, 21 F, 40 M, 
23 A, 52 May 

Dividing proper names, 12 May 

Division of words, 27S, 52 May 

Doubling consonant after 
“-ed,"’ 278 

Hyphenation, 27 8, 49 D, 23 A 

Nouns, 21 F 

Parallel form, 28 N 

Personal titles, 7 N; 4, 6 F; 
4A 

Plurals of proper names, 8 O 

Positives and negatives, 29 O, 
23 A 

Possessives, 5 F 

Prefixes and suffixes, 22 D 

Prepositions, 40 M 

Proper names, 7 N; 4, 6 F; 4 
A; 12 May 

Proportions, 29 O 

Sentence construction, 28 N, 
21 F 

Similar words, 28 N 

Singular or plural verbs, 29 O, 
28 N 


Spelling demons, 27 8S, 29 O, 
28 N, 22 D, 20 J, 21 F, 40 M, 
23 A, 52 May 

Splitting infinitives, 7 J 

Synonyms, 22 D 

Transitive or intransative 
verbs, 78S 

Useless words, 29 O 

Verb after ‘‘one,"’ 28 N 

Verb number agreement, 6 A 

Voice of verbs, 7 S, 20 J 

Women’s titles, 6 F 

Worth while, 6 A 


Call me “Champ’’! 44 J 

Carbon paper, 18 D, 18 J 

Career stories, 11, 18 S; 13, 210; 
13 N; 9,14 D; 9,16 J; 9 F; 13, 
18 M; 9 A; 15, 46, May; 11, 
20 Ju 

Careful, Miss King! 248 

Carney, Marie L., 
Are the boss's visitors a prob- 

lem? 18 May 

Cartoons, 4, 6-9, 56 S; 6-8, 51, 
56 O; 4, 6-8, 51, 56 N; 6, 7, 
56 D; 6, 7, 21, 22, 56 J; 3, 4-6, 
16, 25, 26, 46, 56 F; 16-17, 41, 
53, 56 M; 4-6, 16, 56 A; 10-12, 
31, 60 May; 45, 64 Ju 


Case of — 
Evelyn and the ‘‘old-timers,”’ 
478 
The boss who didn’t remem- 
ber, 7 F 


The bright yesterdays, 8 M 

The disappearing boss, 10 O 

The girl who was left alone, 
4J 

The room 20 clique, 10 N 

The stolen hours, 8 May 

The stymied stenographer, 
6 Ju 

The three-handed secretary, 


The too-busy boss, 4 D 
Cashier’s checks, 22, 24 J 
Cathedral Films, Inc., 46 May 
Certificates and pin awards, 

43 O, 41 M, 49 May 
Certified Professional Secre- 

taries examination, 2 J, 4M 
Check forgers, 14 A 
Checks, types of, 21-24 J 
Chester, Michael, 

Competent typist test, 42 A 
Chilcott, Biona (Civil Service 

secretary), 210 
Choose the correct word, 22 D 
Choose the definition, 40 M 
Choose the positive, 29 O 
Christmas cards, 13 D 
Christmas gifts you can make, 

37 D 
Civil Service secretary, 21 O 
Clarabelle, 4, 9 D 
Clarke, Sally, 

Trip tips on travel etiquette, 

31 May 
Clothing terms, 28 F 


Collators, 23 N: see also Office 
Shopping Center 
Collections limited, 12 F 
Commercial credit cards, 24 J 
Company's coming! 52 F 
Competent typist awards, 43 O; 
41 N; 41, 42 M; 49, 50 May 
Competent typist speed tests, 
44 8S; 48 O; 44 N; 42 D; 42 J; 
44 F; 41, 46 M; 42 A; 49, 54 
May; 42 Ju 
Complete Theory certificate, 
43 0 
Complete these proportions, 29 O 
Compton, Henry Grant, 
‘““My boss dictates lying 
down,"’ 118 
Conjunctions, 40 M 
Copy in comfort, 26 O 
Copyholders, 26 O 
Copying machines, 16 F 
Corr, Maureen (secretary to 
Mrs. Franklin D. Roosevelt), 
13 N 
Correct word, Choose the, 22 D 
Cosmetics, see Beauty Buys, 
grooming 
Could you get the job? 50 N 
Count the syllables, 27S 
Covington, Stuart, 
You meet the press, 23 D 
CPS and the mail boy, The, 41 
Ju 
Credentials certificates, 43 O 
Cross-country vacation, A, 
Ju 14 
CT certificates, 43 O; see also 
Competent typist awards 
Cum laude, 49 May 
Cushman, Rose, 
Office supply terms, 45 M 


Dabler, Evelyn (public rela- 
tions secretary), 17 J 

da Costa, Marjorie, 
Education terms, 46 D 

Dale, Alan, 15 D 

Deadlines and diplomacy, 16 J 


Definitions, 20 J, 40 M, 23 A, 
2 May 
Diamond's debut in the office, 
A, 19 May 


Diazo process copying machines, 
16 F 

Dictation in Doodyville, 9 D 

Diplomatic secretary, 15 May 

Disappearing boss, The, 10 O 

Di Toro, Frank, (business man- 
ager), 18 O 

Division points, 52 May 

Do something different with 
your Christmas cards, 13 D 

Do you do a deep freeze on cold 
notes? 12 D 

Do you really use your mind? 
5 F 


Do you want to be liked? 18 O 
Dodge, Marguerite (hospital 
secretary), 21 0 
Double letter or not? 52 May 
Doubling consonant before 
‘*-ed,"’ 278 
Drafts, 23 J 
Dream that didn’t come true, 
The, 38 N 
‘‘Dream Vacation’’ contest, 2 M 
Dreyfack, Raymond, 
Fussbudget, 38 D 
Duplicating, 
Azograph process, 21 8 
Diazo copying process, 16 F 
Making copies from slip sheet, 
78 


Mimeographing, 24 N; 20, 25 M 
Photocopy process, 16 F 

Durkin, Shan O' Laughlin, 
Why, I ask you? 55 M 


Education secretaries, 18 M 
Education terms, 46 D 
Eirich, Cary, 2A 
Electric typing, 3 F 
Electronic terms, 45 J 
Engagement ring etiquette, 
19 May 
Engineers, oil, and Spanish 
accents, 18 S 


Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


Englebardt, Stanley L., 
Music is her business, 14 D 
Evelyn and the ‘‘old-timers,"’ 
478 
Executive secretaries, 13 A 


Fagnet, Dr. Benjamin B., 22 O 
Family shopping terms, 288 
Famous mistakes and mishaps 
in shorthand, 46 O 
Fashion, 
Flattery for fall, 34 0 
For the Easter parade (and 
after), 28 A 
For your vacation suitcase, 
38 May 
Handkerchief tricks, 35 M 
Holiday wrappings, 30 D 
It's cold outside! 30 N 
New touches for the new year, 
48 J 
Spice for the same old suit, 
26 J 


Standouts for September, 


Valentine bait, 30 F 
Who cares if it’s hot! 28 Ju 
With an eye towards spring, 


30 M 
Fashions in luggage, 45 May 
File and forget department, 
56 S-A, 64 May, 56 Ju 
Filing costs, 51 Ju 
First job, 18 F 
Flash reading, 38 S, 42 O, 46 N, 
44 D, 44 J, 46 F, 44 M, 44 A, 
53 May, 44 Ju 
Flattery for fall, 34 O 
For the Easter parade (and aft- 
er), 283A 
For your vacation suitcase, 
38 May 
Frederick, J. George, 
If the situation is drastic, 
25 O 


From passive to active, 20 J 
Frosch, Adrienne, 

Copy in comfort, 26 O 
Fussbudget, 38 D 


Galesworthy jewels, The, 30 0 
Garroway, Dave, 118 
Geographic names, 52 May 
Getting out a big mailing, 21 N 
Gift collections, 12 F 
Gimbel, Bernard F. 13 0 
Girl beside the bench, The, 9 J 
Girl who was left alone, The, 4 J 
Glossary, 56 S-A, 64 May, 56 Ju 
Gluck, Morton, 
In the middle 
46 J 
Gnichtel, Edith P., 
You get out a news release, 
24D 


of nowhere, 


Going to school for pay, 18 M 
Good looks section, 29 S, 33 O, 
29 N, 29 D, 25 J, 29 F, 29 M, 
27 A, 37 May, 27 Ju; see also 
Fashion, Grooming 
Gordon, Marilyn (secretary to 
Lybian Ambassador Kekhia), 
15 May 
Gorman, Elizabeth (secretary to 
Judge Harold Medina), 9 J 
Gould, Florence B., 
Collections limited, 12 F 
Graded readings, 
Chapters 1-2, 38 S, (1-4) 42 O, 
(1-6) 46 N, (1-8) 44 D, (1-10) 
44 J, (1-3) 46 F, (1-4) 44 M, 
(1-6) 44 A, (1-8) 53 May, 
(1-10) 44 Ju 
Grammar, see Business English 
Grand opening of the interna- 
tional OGA contest, The, 40 D 
Greenbaum, Ann Fox 
Careful, Miss King! 248 
The Galesworthy jewels, 30 O 
Grooming 
Complexion care, 30 A 
Exercise, 32 D 
Girdle care, 32 Ju 
- grooming and posture, 
16 D 


Hairdos, 36 O, 30 Ju 
Hand care, 32 F 
Hats, 6 F, 32 M 








‘Heads up for beauty” (film) 
4N 


Hot-weather travel tips, 
40 May 
Lipstick, 32 N, 46 A 
Office beauty touch-ups, 28 J 
Pretty despite sniffles, 32 5 
Sweaters, 10 M 
See also Beauty Buys 
Gross, Marthe, 
The right vacation for you, 
28 May 
Grossman, Mary Louise, 
A Partridge in a pear tree, 
26 D 
Tippy, 24 Ju 
Grossman, Mary Louise and 
Shelly, 
First job, 18 F 
Groups of What? 40 M 


Handkerchief Tricks, 35 M 
Hanna, J Marshall, 
Tessie asks the experts, 6 S, 
6N,51D, 5 A, 10 May 
Hansen, Kenneth J., 
Anchors avbeigh, 40 J 
Hart, Ethel, 
Competent typist test, 42 J 
Hats, 6 F, 32 M 
Headlines in hairlines—the 
longer look, 30 Ju 
‘Heads up for beauty”’ (film), 
4N 


He'll meet you at 5:15! 28 J 
Hennessy, Charleen (secretary 
to W. H. Magness), 18 S 
Her boss is a “‘big-wheel’’ in- 
dustrialist, 9 A 
Here’s looking at you—others 
are, 16 D 
Hidden animals, 21 F 
Highland Park Junior College, 
(medical secretarial training 
school) 22 O 
Hochstein, Rolaine, 
Her boss is a “‘big-wheel'’ in- 
dustrialist, 9 A 
This secretary knows the 
score, 11 Ju 
Hocking, R. H., 
Smile when you say that! 
27M 
Holding down the front desk, 
20 Ju 
Holiday wrappings, 30 D 
Holidaze, 55 D 
Homola, Ann (school secretary), 
18 M 
Hot-weather travel tips, 40 May 
How do you spell— 29 O 
How kitty got his name, 44 M 
How many true? 52 May 
How to be press agent for your 
boss, 23 D 
You meet the press, 23 D 
You get out a news release, 
24 D 
How to become an executive 
secretary, 13 A 
How to bring out a smile, 32 N 
How to deliver money, 21 J 
How to get dollars out of your 
penny bank, 13 J 
How to lead a charmed life, 
20 May 
How to “spiff up" a_ stencil, 
20 M 


Howard, Ann, 
Passport to palaces, 13 N 
Howdy Doody, 9 D 
Humpsey, 42 O 
Hutchinson, E. Lillian, 
Tessie asks the experts, 7 S; 
6, 3, :0: 7.R: @ BD; 7 J: 
» Gt. wwe 6S. SA 
11, 12 May; 4 Ju P 
Words, 27 S, 29 O, 28 N, 22 D, 


20 J, 21 F, 40 M, 23 A, 52 May 


Hyphens wanted, 278,49 D, 23 A 


I resolve ...,37J 


IBM movie, ‘The right touch,"’ 


5 May 
Ideai boss, The, 24 May 


If the situation is drastic, 25 © 


“Immediately, Mr. Wilson . 
20 D 

Improve these sentences, 21} 

In the middle of nowhere, 46 J 

Index for 1954-55, 2 Ju 

Industrial Psychology, Ince., 
Filing costs review, 51 Ju 


sy 
-Q7A 
International Congress for 
Shorthand and Typewriting 
contest, 2 May, 2 Ju 
Is or are, 29 O, 28 N 
Is it ‘“‘y,”’ “‘i,”’ or “‘ie’’? 238A 
It's cold outside! 30 N 
It's your week! 12 A 


Jacobs, Dick, 14 D 
Jiffy desserts, 52 F 
Job insurance, 37 F 
Johnson, Loraine, 
The CPS and the mail boy, 
41 Ju 
Johnson, Marion (secretary to 
Paul Mantz), 9 F 
Jones, Nancy (secretary to Dave 
Garroway), 118 
Joseph, James, 
Engineers, oil, and Spanish 
accents, 18 8 


Kauzer, Adelaide, 
Competent typist test, 44 S, 
46 M, 42 Ju 
Keep score on your skills, 43 O 
Kekhia, Fathy El, 15 May 
Kipp, Jane, 
Another lost file (shorthand 
drawing), 48 
Kirkpatrick, Katherine (pedi- 
atrician’s secretary), 22 O 
Kline, Vivian W.., 
Tessie asks the experts, 6 S, 
51 N, 48 J,5 Ju 
Klinger, Georgette, 30, 46 A 
Knoop, Faith Yingling, 
Men are people, 34 J 
Krause, Ruthetta, 
‘*‘Make five carbon copies, 
please,’’ 18 D 
Right carbon does a_ better 
job, The, 18 J 


LaCoste, Dick, 
Will you be the office thief's 
next victim? 13 F 
Lane, Carol, 40 May 
Latimer, B. J., 
The long, long letter, 42 S 
Law, 6S; 60; 8N; 48 J; 4F; 
10 M; 6 A; 11, 12 May; 5 Ju 
Lazarus (cartoon), 45 Ju 
Lee, Virginia (secretary to Lily 
Pons), 11 Ju 
Leffingwell, Elsie, 
A wish that came true, 46 F 
Call me “‘Champ’’!, 44 J 
How kitty got his name, 44 M 
Humpsey, 42 O 
Raccoon rollick, 44 Ju 
The vain muskrat, 46 N 
The vanishing corpse, 44 D 
The wary watcher, 53 May 
Trouble’s wild ride, 44 A 
Watched, 38S 
Legal secretary, 9 J 
Lengthen the life of your girdle, 
32 Ju 
Lenz, Genevieve (N.S.A. secre- 
tary of the year), 16, 17 O 
Letter of credit, 23 J 
Letter reproduction processes, 
Automatic typing, 23 M 
Azograph, 21S 
Diazo, 16 F 
Flat bed, 24 M 
Mimeographing, 24 N, 20, 25 M 
Multigraphing, 25 M 
Offset, 25 M 
Photocopy, 16 F 
Letter shop service, 23 M 
Letter styles, 12 May 
Letters from famous people, 
44N 
Lewyt, Alex, 9A 
Lincoln, Abraham, 46 O 
Linkletter, Art, 13 M 
Lipman, Clayre and Michel, 
How to get dollars out of your 
penny bank ,13 J 
Little chapeau, The, 24 A 
Lloyd, Alan C., 
Portable typewriter, 22 May 
Tessie asks the experts, 6, 7 O; 
6D;6,7J3J;5 F;11M;4A; 
10, 12 May; 4 Ju 
= your typing techniques, 
21 A 


nu, long letter, The, 42S 


Ludwig, Constance H., 
No more purple hands! 21 § 
Oh, to be an NSA’er! 16 O 


Luggage, 45 May 


MacGregor, Helen, 

Diplomatic secretary, 15 May 
Magic of an idea, The, 41 M 
Magness, W. H.,18 8S 
Mailable transcription tests, 

37, 38 J; 39, 40 A; 50 May 
Mailing jobs, 21 N, 23 M 
‘*Make five carbon copies, 

Please,’’ 18 D 
Make your voice a personality 

asset, 14 J 
Making nouns, 21 F 
Male stenographers, 4 F 
Manning, Phyllis A., 

Was I embarrassed! 55 F 
Mantz, Paul, 9 F 
Markley, Mary, 

Secretary to Mr. Wings, 9 F 
Markus, John, 

Electronic terms, 45 J 
Match-mates, 20 J 
McGrady, Joan, 61 May 
Medical! secretaries, 21 O 
Medina, Judge Harold, 9 J 
Men are people, 34 J 
Merrilyn (cartoons), 51 O, 4 N 
Millard, Bailey, 

“Letters from Famous Peo- 

ple’ (excerpt), 44 N 
Miller, Lilyan (N.S.A._ presi- 

dent), 17 O 
Mimeographing, 

How to ‘‘spiff up” a stencil, 

20 M 
There's more than one kind of 
stencil, 24 N 
Mind, Do you really use yours? 

15 F 
Mining terms, 28 O 
Misfiling nightmare, The, 51 Ju 
Miss Valentine, my darling, 22 F 
Missing letters, Supply the, 

21 F 
Mr. Gimbel is her department, 

13 0 
Moffatt, Betty, 19 S 
Money, How to deliver, 21 J 
Money orders, 22, 23 J 
Morard, André, 2 May, 2 Ju 
Morton, Marjorie F., 

Famous mistakes and mishaps 

in shorthand, 46 O 
Mosler “‘Dream Vacation’’ con- 

test, 2 M 
Music is her business, 14 D 
‘“My boss dictates lying down,”’ 

118 


National Secretaries Association 
convention, 2, 16 O 
National Secretaries Week, 12 A 
National Stationers and Office 
Equipment Association sur- 
vey, 59 May 
Need extra help? 18 A 
Neff, Elsie (hotel public rela- 
tions secretary), 17 J 
New touches for the new year, 
48 J 
News release, 24 D 
Nichols, Frederick G. (obitu- 
ary),48 
No more purple hands! 218 
Noyes, Marion, 
Dictation in Doodyville, 2, 9 D 
Getting out a big mailing, 
21 N 
Girl beside the bench, The, 9 J 
Holding down the front desk, 
20 Ju 
Taking the overflow to a letter 
shop, 23 M 
“Who's calling, please?’’ 22S 
You make travel reservations, 
32 May 


er of Artistic Typ- 


inior and senior), 
43 N, 45 D, 39 J. 
1A, 51 May, 40 Ju 
cies, 23 O 

fice equ nt, processes, and 


ph, 25, 26 M 
i plicating process, 


n paper, 18 D, 18 J 
I } J,14A 
Collators, 23 N 
Copyho 26 O 
Copying ! hines, 16 F 
azo Cop ving process, 16 F 


Duplicating, 21S; 24 N; 16 F; 
20, 24-25 M 
Electric typewriters, 3 F 
Equipment, 52 S, 53 O, 49 N, 
49 D, 50 J, 49 F, 49 M, 49 A, 
62 May, 53 Ju 
Filing, 51 Ju 
Letter reproduction, 23-26 M 
Mimeographing, 24 N; 20, 25 M 
Pennysaver envelopes, 26 M 
Photocopy machines, 16 F 
Portable typewriters, 22 May 
Speedaumat, 26 M 
Staplers, 16 Ju 
Stencils, 24 N, 20 M 
Supplies, 52 S, 53 O, 49 N, 
49 D, 50 J, 49 F, 49 M, 49 A, 
62 May, 53 Ju 
Typewriter stands, 6 O 
See also Office Shopping Cen- 
ter 
Office shopping center, 52 S, 
53 O, 49 N, 49 D, 50 J, 49 F 
49 M, 49 A, 62 May, 53 Ju 
Office supplies terms, 45 M 
OGA, see Order of Gregg Artists 
OGA Contest, announcement, 
40 D; copy, 40 D, 48 F; report, 
34 Ju; winners—individuals, 
36 Ju; schools, 36 Ju; honor- 
able mentions, school division 
(blue seal) 39 Ju, (gold seal) 
37 Ju, (red seal) 38 Ju 
OGA junior tests, 40 S, 44 O, 
42 N, 51 D, 38 J, 38 F, 42 M, 
40 A, 50 May, 52 Ju 
OGA membership tests, 40 S, 
44 O, 42 N, 40 D, 38 J, 38 F, 
42 M, 40 A, 50 May, 52 Ju 
Oh, to be an NSA’er! 16 O 
Omit the useless word, 29 O 
One out of three, 40 M 
One right; one wrong, 28 N 
One sentence out of two, 40 M 
One wrong letter, 27 S 
Order of Artistic Typists (OAT), 
Awards, 39, 40 S; 44 O; 42 N; 
38 F; 42 M; 39 A; 49 May 
Tests, 41 S, 45 O, 43 N, 45 D, 
39 J, 39 F, 43 M, 41 A, 51 May, 
40 Ju 
Order of Gregg Artists (OGA), 
Awards, 39 S; 43 O; 42 N; 
40 D; 38 F; 41, 42 M; 39, 
40 A; 49, 50 May; 34 Ju 
Tests, 40 S; 44 O; 42 N: 40, 
51 D; 38 J; 38, 48 F; 42 M; 
40 A; 50 May: 52 Ju 
Out of balance, 28 N 
Over the hurdles, 39 A 


Pack your week ends with fun! 
18 Ju 
Parallel form (Out of Balance), 
28 N 
Partridge in a pear tree, A, 26 D 
Passport to palaces, 13 N 
Patterned for today’s secretary, 
37 S, 41 O, 37 N, 37 D, 32 J, 
36 F, 34 M, 35 A, 44 May 
Paulson, Hazel, 
How to deliver money, 21 J 
How to ‘‘spiff up’’ a stencil, 
20 M 
It's your week! 12 A 
Service in a hurry, 23 O 
Staple stoppers, 16 Ju 
Pavlu, Roberta G., 
Br-rring, 38 M 
Pell, Arthur R. and Steele, M. E., 
Taking the giant step, 13 A 
Pennysaver envelopes, 26 M 
Personality, 
Analyzing your personality, 
148 
Annoying traits, 18 N 
Appearance, 16 D 
Charm, 20 May 
Conversationalists’ secrets, 
16 A 
Developing a broader back- 
ground, 14 F 
How to be liked, 18 O 
Increasing your interests and 
abilities, 16 M 
Public speaking, 23 Ju 
Voice and speech improve- 
ment, 14 J 
Perz, Eleanor M., 
Clothing terms, 28 F 
Family shopping terms, 28 S 
Religious terms, 47 N 
Transportation terms, 36 May 
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Phillips, Pat (secretary to How- 
dy Doody and Bob Smith), 
9D 

Photocopy-process machines, 
16 F 


Picture stories, 
First job, 18 F 
‘Immediately, Mr. Wilson...’’, 
20 D 
Pin awards, 43 O; 41, 42 M 
Pinto, Vicki (secretary at Coral 
Records), 14 D 
Placement of typed copy, 42 N 
Pons, Lily, 11 Ju 
Portable typewriters, 22 May 
Porter, Don, 2, 16, 17 O; 16 N 
Positives and negatives, 29 O 
Post card flip-flop tricks 
(addressing), 23 N 
Prefixes and suffixes (What's 
Prepositions, 40 M 
the meaning—), 22 D 
Press relations, 23 D 
Pretty, despite the sniffles, 32 S 
‘Private secretary’’ (TV show), 
16N 
Problem secretaries, 17 S, 20 O, 
20 N, 12 D, 12 J, 20 F, 22 M, 
20 A, 27 May 
Promotion, The, 48 S 
Proportions, 29 O 
Protecting your checks, 15 A 
Public relations secretaries, 
16 J 
Public speaking, 23 Ju 
Punctuation, see Business Eng- 
lish 


Quote it right, 20 J 


Raccoon rollick, 44 Ju 
Rader, Charles, 
Tessie asks the experts, 
10 May, 4 Ju 
Railway Express Agency, 
23, 240 
Ramsey, Robert H., 
Mining terms, 28 O 
Ray, Lee (secretary to Art Link- 
letter), 13 M 
Raymond, G. Alison, 
A cross-country vacation, 
14 Ju 
Reading speed drills, 38 S, 42 O, 
46 N, 44 D, 44 J, 46 F, 44 M, 
44 A, 53 May, 44 Ju 
Receptionist, What it’s like to 
be a, 20 Ju 
Recipes, 
Arabian recipes, 5, 61 May 
Jiffy desserts, 52 F 
Reference books for secretaries, 
Dictionaries, 25, 26 F 
Encyclopedias, 50, 51 F 
Grammars, 25 F 
Hotel directory, 24 D, 26 F 
Historical and literary allu- 
sions, 26 F 
Letter writing, 27 F 
Magazine and newspaper arti- 
cles, 26 F 
People and professions, 27 F 
Places, 26 F 
Telephone directory, 23 O, 
27 F 
Religious*terms, 47 N 
Reproductiem processes, 21 S; 
24 N; 16 F;20, 24M 
Respell these names, 20 J 
Reynolds, John, 
The Promotion, 488 


Right carbon does a better job, 


The, 18 J 
“Right touch, The,’’ 5 May 
Right vacation for you, The, 
28 May 
Riley, Harry C. (school princi- 
pal), 18 M 
Riley, Jane E. (secretary to 
Alex Lewyt), 9 A 
Roehl, Gladys (secretary to a 
school superintendent), 19 M 
Room 20 clique, The, 10 N 
Roosevelt, Mrs. Franklin D., 
13 N 
Rosenberg, R. Robert, 
Tessie asks the experts, 6 S; 
60; 8 N; 48 J; 4 F; 10 M; 
6 A; 11, 12 May; 5 Ju 
Rothacker, Howard, 
Another artyped alphabet, 
33 J 


Rowe, John L., 
Tessie asks the experts, 7 S, 
6N 


St. Ann’s Academy, (Rawden, 
Quebec, Canada) class photo- 
graph of 1954 3d place OGA 
contest winners, 39 S 
Sanders, Monica (advertising 
secretary), 18 O 
Sands, Peter, 16 O, 16 N 
Sato smile, The, 36 A 
Saving money, 13 J, 14 Ju 
Say it right, 23 A 
School secretaries, 18 M 
Secretarial practice, 
Arrangement of work, 7 O 
Boss's visitors, 18 May 
Canceling magazine subscrip- 
tions, 6 O 

Case histories, 47 8, 10 0, 10 N, 
4D,4J,7F,8M,7A, 8 
May, 6 Ju 

Continuing college training, 
7D 

Correct dress, 6 F 

Dealing with superiors, 4 A 

Delegating work, 4 A 

Educational requirements for 
secretaryship, 8 N 

Engagement-ring etiquette, 
19 May 

Filing blueprints, 10 May 

Getting extra help, 18 A 

Gift subscriptions, 6 O 

Gloves, 4 F 

Hats, 6 F 

Large vs. small companies, 
6J 

Length of stay in unsatisfac- 
tory position, 6 A 

‘‘Miss” or ‘‘Mrs.,’’ 6 N 

Payment for overtime jobs, 
6D 


Personal titles, 6, 7 N 
Pictures for office, 12 May 
Retraining older women, 9S 
Secretaries handbook, 23 O, 
21 N, 23 D, 21 J, 25 F, 23 M, 
18 A, 32 May, 20 Ju 
Secretary vs. stenographer. 
4Ju 
Sweaters, 10 M 
Trial period, 6A 
Winning an executive secre- 
tarial position, 13 A 
Secretaries handbook, 
Boss wants to know, The 
(helpful reference books), 25 F 
Getting out a big mailing, 
21N 
Holding down the front desk 
(receptionist), 20 Ju 
How to be press agent for 
your boss, 23 D 
How to deliver money, 21 J 
Need extra help? 18 A 
Taking the overflow to a let- 
ter shop, 23 M 
Those office emergencies, 23 O 
You make travel reservations, 
32 May 
Secretaries in advertising, 18 O 
Secretaries in education, 18 M 
Secretaries in engineering, 18 S, 
46 J 
Secretaries in public relations, 
16 J 
Secretaries sit too much, 32 D 
Secretary at Coral Records, 
14D 
Secretary in a Venezuelan oil 
camp, 188 
Secretary of the year, 16, 17 O 
Secretary to 
Alex Lewyt, 9A 
Art Linkletter, 13 M 
Bernard F. Gimbel, 13 O 
Dave Garroway, 11 S 
Mrs. Franklin D. Roosevelt, 
13 N 
Howdy Doody (and Bob 
Smith), 9 D 
Judge Harold Medina, 9 J 
Lily Pons, 11 Ju 
Lybian Ambassador Kekhia, 
15 May 
Paul Mantz, 9 F 
W. H. Magness, 18 S 
Secretary to a diplomat, 15 May 
Secretary to a top prankster, 
13 M 


Secretary to Mr, Wings, 9 F 
Secretary who won an academy 
award, The, 46 May 
Secretary-actress at Cathedral 
Films, 46 May 
Service in a hurry, 23 O 
Shasta Dam stenographer, 46 J 
Shopping terms, 28 S 
Shorthand, 
Accuracy, 7 N 
Anniversary Gregg, 6 O 
Awards, see Order of Gregg 
Artists 
Backhand notes, 10 M 
Capitals, 12 May 
Contest (OGA), 40 D, 34 Ju 
Dev blend, 4 Ju 
Disjoined past-tense endings, 
12 May 
Increasing or maintaining 
speed, 48 M, 10 May 
Male stenographers, 4 F 
Note-taking problems, 17 §; 
20 O; 7, 20 N; 12 D; 6, 12 J; 
20 F; 10, 22 M; 5, 20 A; 12, 
27M 
Notebook columns, 5 A 
Quent endings, 6 D 
Small vs. large notes, 6 J 
Technical terms, 28 S, 28 O, 
47 N, 46 D, 45 J, 28 F, 45 M, 
36 May 
Tessie asks the experts, 9 S, 
60,7N,6D,6J,4F,10M, 
5 A, 12 May, 4 Ju 
Tests and drills, see Flash 
readings, OGA tests, Tran- 
scribing speed practice 
See also Order of Gregg Art- 
tists, Ulrich, and Zoubek 
Shorthand awards 
Penmanship, see Order of 
Gregg Artists 
Speed, 43, 44 O; 38 F; 39 A; 
49 May 
Theory, 43 O 
Transcription, 37, 38 J; 39, 
40 A; 50 May 
Similar words (What's the dif- 
ference—), 28 N 
Simplicity Patterns, 37 S, 41 O, 
37 N, 37 D, 32 J, 36 F, 34 M, 
35 A, 44 May 
Singular or plural verbs, 29 O, 
28 N 


Singulars, Wanted—20 J 
Slaughter, Robert E., 16, 17 O 
Smile when you say that! 27 M 
Smith, (Buffalo) Bob, 9 D 
Sothern Ann, 2, 16, 17 O 
Specimen test papers, 39 A 
Speech-making, 23 Ju 
Speedaumat, 26 M 
Spell the words— 22 D 
Spelling, 27 S, 29 O, 28 N, 22 D, 
20 J, 21 F, 40 M, 23 A, 52 May 
Spice for the same old suit, 26 J 
Spring tonic for tired com- 
plexions, 30 A 
Standouts for September, 30S 
Staple stoppers, 16 Ju 
Statement of ownership, man- 
agement, and circulation, 48 N 
Steele, M. E. and Pell, Arthur R., 
Taking the giant step, 13 A 
Stencils, 24, 25 N, 20 M 
Stenographers’ Club (England), 
3F 
Stewart, Marie M., 
Are you a fidgeter? 20 N 
Are you a hot-rod speedster? 
20 F 


Are you a pleased-with-puff- 
ing secretary? 22 M 
Are you a ‘‘say-it-againer’’” 
17 8 
Are you a “Spell it, please”’ 
secretary? 20 O 
Are you a stuck-in-the-mud- 
dler? 200A 
Are you a wait-a-minute sec- 
retary ? 27 May 
Are you a where-do-you-mean 
secretary ? 12 J 
Do you do a deep freeze on 
cold notes? 12 D 
Stolen hours, The, 8 May 
Stool pigeon, The, 40 F 
Storm, Gale, 38 N 
Straub, Lura Lynn, 
There’s more than one kind 
of stencil, 24 N 


Strony, Madeline S., 

Salutations, 4 F 

Tessie asks the experts, 9 S; 
6,70; 6,8N;6,7D;6J; 
4,6 F; 10 M; 4, 6 A; 10, 12 
May; 4 Ju 

The boss who didn't remem- 
ber, 7 F 

The bright yesterdays, 8 M 

The case of Evelyn and the 
“old-timers,'' 47 S 

The disappearing boss, 10 O 

ae who was left alone, 

The room 20 clique, 10 N 

The stolen hours, 8 M 

The stymied stenographer, 
6 Ju 

ae» haa secretary, 


The too-busy boss, 4 D 
Stymied stenographer, The, 6 Ju 
— Merit certificate, 41, 


—" scholarship contest, 


Synonym hunt, 22 D 


Taking the giant step, 13 A 

Taking the overflow to a letter 
shop, 23 M 

TAT, see Typing accomplish- 
ment tests 

Technical Terms in Gregg Sim- 
plified: clothing, 28 F; educa- 
tion, 46 D; electronics, 45 J: 
family shopping, 28 S: min- 
ing, 28 O; office supplies, 45 M: 
religion, 47 N; transportation, 
36 May 

Telegraph services, 24 O, 23 J 

Telephone directories, 23 O 

Telephone technique, 22 S 

Tessie asks the experts, 6 S, 6 O, 
6N,6D,6J,4F, 10M, 4A, 
10 May, 4 Ju 

Tessie goes shopping, 34 S, 38 O, 
34 N, 34 D, 30 J, 34 F, 36 M, 
32 A, 42 May, 32 Ju 

Tessie meets America's favorite 
boss, 16 N 

Test your typing techniques, 
21A 


There's more than one kind of 
stencil, 24 N 
Thievery, prevention of, 13 F 
This secretary knows the score, 
11 Ju 
Those geographic names, 52 May 
Those office emergencies, 23 O 
ee secretary, The, 
A 
Tippy, 24 Ju 
Todd Company, 14 A 
Too-busy boss, The, 4 D 
“Too many girls,” 26 N 
Top billing in topknots, 36 O 
Transcribing speed practice, 
45 8S, 49 O, 45 N, 43 D, 43 J, 
45 F, 47 M, 43 A, 55 May, 43 Ju 
Transcription accomplishment 
and proficiency tests (TAT), 
41 N; 39,40 A 
Transcription speed awards, 37, 
38 J; 39, 40 A; 50 May 
Transportation terms, 36 May 
Travel etiquette, 31 May 
Travel reservations, 32 May 
Travelers checks, 23, 24 J 
Trip tips on travel etiquette, 
31 May 
Trouble’s wild ride, 44 A 
Trumper, Elizabeth F., 
Need extra help? 18 A 
Typewriters and typing, 
Artistic typing, 33 J 
Automatic typewriters, 23 M 
Awards, 39, 40 S; 43, 44 O; 41, 
42 N; 38 F; 41, 42 M; 39, 40 
A, 49, 50 May 
Choosing a new machine, 4 A 
Ciphers in even amounts of 
money, 6 J 
Equipment and supplies, 
Automatic typewriters, 23, 
24M 


Carbon paper, 18 D, 18 J 
Copyholders, 26 O 
Electric typewriters, 3 F 
Portable typewriters, 

22 May 
Speedaumat, 26 M 
Typewriter stands, 6 O 











Experts’ rhythm drill, 10 May 
Improving techniques, 
Analyzing typing flaws, 21 A 
Centering, 6 D 
Chain feeding, 22 N 
Concentration, 11M 
Proportional spacing, 4 Ju 
Rhythm drills, 10 May 
Speed, 6 N, 7 J 
Sticking keys, 5 F 
Tabulating on an executive 
model IBM, 4 Ju 
Letter styles, 12 May 
Money, how to type, 6 J 
Monthly reports, 7 O 
Placement of copy, 42 N 
Reference initials, 6 J 
“Simplified”’ letters, 12 May 
Tessie asks the experts, 7 S, 
60,6N,6D,6J;5F, 11M, 
4 A, 10 May, 4 Ju 
Tests, 41, 44 S; 45, 48 O; 43, 
44 N; 42, 45 D; 39, 42 J; 39, 
44 F; 43, 46 M; 21, 41, 42 A; 
51, 54 May; 40, 42 Ju 
See also Order of Artistic 
Typists 
Typewriting awards, 
Competent typist (CT), 43 O; 
41 N; 41, 42 M; 49, 50 May 
OAT, 39, 40 S; 43, 44 O; 42 N; 
38 F; 42 M; 39 A; 49 May 
TAT, 41 N; 39, 40 A 
Typewriting tests, 
Arrangement, see OAT tests 
Speed, see Competent Typist 
tests 
Transcription, see Typing ac- 
complishment tests 
Typing accomplishment tests 
and awards (TAT), 41 N; 39, 
40 A 
Typing awards at your finger 
tips, 41 N 
Typing designs (alphabet), 33 J 
Typing progress awards, 41 O; 
41 N, 39, 40 A; 49 May 
Typing technique tests, 21 A 


Ulrich, Florence Elaine, 
Annual OGA contest, 34 Ju 
Are you a member? 39 S 


Cum laude, 49 May 
Grand opening of the Inter- 


national OGA contest, 2, 
40 D 
I resolve ... 37 J 


Job insurance, 37 F 
Keep score on your skills, 
43 0 
Over the hurdles, 39 A 
The Magic of an idea, 41 M 
Typing awards at your finger 
tips, 41 N 
Unaccustomed as you are... , 
23 Ju 
Usage (correct) of words, 22 D, 
23 A 


Vacation preview, 28-45 May, 
14 Ju 
Vain Muskrat, The, 46 N 
Valentine bait, 30 F 
Valentry, Duane, 
The dream that didn’t come 
true, 38 N 
The secretary who won an 
academy award, 46 May 
Vanishing Corpse, The, 44 D 
Verb after ‘‘one,’’ 28 N 
Vocational competency certifi- 
cate, 49, 50 May 
Voice improvement, 14 J 


Wald, Jerry, 2N 
Wanted: adjectives! 28 N 
Wanted—singulars, 20 J 
Wary Watcher, The, 53 May 
Was I embarrassed! 55 F 
Watched, 38S 
Waterman, Helen, 
Could you get the job? 50 N 
Holidaze, 55 D 
Secretary to a top prankster, 
13 M 
What it's like to be a medical 
secretary, 21 O 
Wave, Virginia, 46 May 
Week-end fun, 18 Ju 
Western Union services, 
Gift service, 24 O 
Messengers, 24 O 
Money Orders, 23 J 
“*Telegrammar,”’ 24 O 


What are the negatives? 23 A 
What it’s like to be a— 
Receptionist, 20 Ju 
Medical secretary, 21 O 
Secretary at Coral Records, 
14 D; toa diplomat, 15 May; 
in education, 18 M; in pub- 
lic relations, 16 J; in a 
Venezuelan oil camp, 18 S 
Secretary-actress at Cathedral 
Films, 46 May 
What kind of person are you? 
48 
What's the difference— 28 N 
What's the meaning— 22 D 
Whedon, Mary Louise, 
Miss Valentine, my darling, 
22 F 
The little chapeau, 24 A 
Which definition? 52 May 
Which hats are right for you? 
32 M 
Which preposition? 40 M 
Whitcomb, Helen, 
Beauty at hand, 32 F 
Headlines in hairlines—the 
longer look, 30 Ju 
He'll meet you at 5:15! 28 J 
Hot-weather travel tips, 40 
May 
How to bring out a smile, 
32 N 
Pretty, despite the sniffles, 
32 S 
Secretaries sit too much, 32 D 
Spring tonic for tired com- 
plexions, 30 A 
Top billing in topknots, 36 O 
Which hats are right for you? 
32 M 
Whitcomb, John P., 
Anyone for parcheesi? 16 M 
Are you annoying’? 18 N 
Do you want to be liked? 18 O 
Here's looking at you—others 
are, 16D 
How to lead a charmed life, 
20 May 
Make your voice a personality 
asset, 14 J 
Unaccustomed as you are..., 
23 Ju 


What kind of person are you? 
148 
Words can do wonders, 16 A 
You can be smarter if you 
think, 14 F 
White, Jerry 
File and forget, 56 S-A, 
60 May, 64 Ju 
“Immediately, Mr. Wilson 
"20D 


White-collar crooks, 14 A 
“White collar’’ union, 4 N 
Whitman, Lydia, 
Competent typist test, 48 O, 
42 D, 44 F, 54 May 
Who cares if its hot! 28 Ju 
‘‘Who's calling, please?’’ 22 S 
Why, I ask you? 55 M 
Will you be the office thief’s 
next victim? 13 F 
Winners of top speed medals in 
shorthand, 51S 
Wish that came true, A, 46 F 
With an eye towards spring 
M 


Word division, 27S 

Words can be teasers, 27 S, 29 O, 
28 N, 22 D, 20 J, 21 F, 40 M, 
23 A, 52 May 

Words can do wonders, 16 A 

World championship shorthand 
and typing contest, 2 May, 
2 Ju 

Writing Progress pin, 43 O 


You can be smarter if you think, 
14F 

You can make quick work of 
copying, 16 F 

You get out a news release, 24 D 

You make travel reservations, 
32 May 

You meet the press, 23 D 

You're typing on dollar bills! 
59 May 


Zoubek, Charles E., 
Tessie asks the experts, 9 S, 
60, 7N,6D,6 J, 4 F, 10, 
48 M, 5 A; 12 May 
Tessie meets America’s favor- 
ite boss, 17 N 














